
 

 
 

BOTHELL CITY COUNCIL 
***VIRTUAL MEETING*** 

January 11, 2022 – 6:00 PM 
BOTHELL CITY HALL - 18415 101st AVE NE BOTHELL, WA 98011 

 
Public Notice: Pursuant to Governor Inslee’s Stay Home, Stay Healthy Proclamation 20-25 extension and 
the extension of Proclamation 20-28 regarding open public meetings, and in an effort to curtail the spread 
of the COVID-19 virus, this City Council meeting will be conducted remotely through Zoom. We encourage 
members of the public to attend and participate in the meeting remotely, as described in more detail 
below: 
 
Public testimony during public hearings and visitor comments will be accommodated through Zoom, but 
the public is requested to sign up for such testimony by submitting a form HERE. Forms must be submitted 
no later than 3:00 p.m. the day of the meeting. 
 
For those wishing to attend by Zoom, please: 

(1) click this link:  https://us02web.zoom.us/j/88056069816 (or copy the URL and paste into a web 
browser) 

(2) call-in to the Zoom meeting by dialing 253-215-8782 and entering 880 5606 9816 
 
The proceedings will also be available to view live or on the following day on the City of Bothell YouTube 
Channel, or live on *BCTV Cable Access Channels 21/26 (must have Frontier/Comcast Cable).  
 

MEMBERS OF THE CITY COUNCIL 
Mayor Mason Thompson 

Deputy Mayor Rami Al-Kabra Councilmember Jeanne Zornes 
Councilmember Jenne Alderks Councilmember James McNeal 
Councilmember Ben Mahnkey Councilmember Davina Duerr 

 

 

REGULAR SESSION  
Call to Order, Pledge of Allegiance, Roll Call   
 
Meeting Agenda Approval 
During this item, the City Council may identify agenda items to be continued, withdrawn, or added. 

 
1. Presentations, Reports, & Briefings   

 
A. Public Engagement Opportunities 
B. Presentations – City Manager Recruitment Process Review – Mat Pruitt & Heather Gantz 
C. Interim City Manager Report 
D. Council Committee Reports 

 
 

http://www.ci.bothell.wa.us/FormCenter/City-Clerk-15/Public-Comment-SignUp-Verbal-or-Written-209
https://us02web.zoom.us/j/88056069816
https://www.youtube.com/user/CityofBothell/featured
https://www.youtube.com/user/CityofBothell/featured


 
 

2. Visitor Comment   
 

Those testifying or providing visitor comment will be limited to 3 minutes. Attendees will be muted and 
not audible to the Council except during times they are designated to speak.  
 
If you wish to comment (either in writing or verbally) please submit a form HERE by 3:00 PM (day of 
meeting). All comments will be made part of the record. 

 
3. Study Session/Discussion Items 

 
A. AB 21-003 - Protocol Manual Update Discussion 

Recommended Action: Discuss and direct staff to make changes to the Protocol Manual to 
bring back at a future Council meeting for final approval. 

 
4. Council Conversations  

During this item, Council members have the opportunity to informally discuss topics of city interest. 
 

5. Adjourn  
 

CERTIFICATE: 

I hereby certify that the above revised agenda was posted on 1/7/2022 by 5:00 PM on the official website 
and bulletin board at Bothell City Hall, 18415 101st Avenue NE, Bothell, WA, 98011, in accordance with 
RCW 42.30.077, at least 24 hours in advance of the published start time of the meeting. 

/s/ Robin Schaefer, Deputy City Clerk 

SPECIAL ACCOMODATIONS: The City of Bothell strives to provide accessible meetings for people with 
disabilities. If special accommodations are required, please contact the ADA Coordinator at (425) 806- 6151 
at least one day prior to the meeting. 

 
Copies of agenda bills and attachments listed in this agenda may be obtained from the City Clerk's Office 
the Friday before the meeting. 
 
*Bothell City Council meetings are aired live on Bothell Community Television (BCTV) Channel 21/26 
(Comcast/Frontier) (available to Comcast and Frontier Cable customers within Bothell City limits). 
Meetings are generally replayed according to the following schedule (subject to change): Wednesday 
following the meeting at 10 a.m.; Friday, Saturday and Sunday following the meeting at 10 a.m. and 7 PM. 
City Council and Planning Commission meetings and the BCTV schedule are viewable online at 
www.bothellwa.gov 

http://www.ci.bothell.wa.us/FormCenter/City-Clerk-15/Remote-Public-Comment-SignUp-209
http://www.bothellwa.gov/
http://www.bothellwa.gov/
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TO: 
 

Mayor Thompson and Members of the Bothell City Council 

FROM: 
 

Erin Leonhart, Interim City Manager 
Laura Hathaway, City Clerk (presenter) 
 

DATE: 
 

January 11, 2022 

SUBJECT: 
 

Study Session Regarding Protocol Manual 

 
 

   POLICY 
CONSIDERATION: 

The City Council adopted the Protocol Manual on July 22, 2002 which serves as 
a guide in clarifying expectations and documenting accepted practices for the 
Council. 
It is the policy of the City Council to review this document every two years or as 
needed.  

  
HISTORY: Date Action 

December 17, 2019 Update approved via Resolution 1394. 

December 14, 2021 Council approved criteria for consideration on 
January 4, 2022 for the selection of Mayor.  

 

  
DISCUSSION: The Protocol Manual is a Council document and this study session tonight is for 

Councilmembers to discuss potential changes to the manual. Staff will then 
incorporate changes into the document, bringing the manual back for Council’s 
final approval, which is currently scheduled for January 18.  
 
This manual is a Council document and Council can make any changes they wish. 
To administratively assist with the revision, staff would like to highlight 
procedural items that Council has already requested, or, potential edits that 
address outdated processes or improve efficiency. Minor edits and 
housekeeping items were also corrected throughout the manual, including all 
revised pronouns. 
 
Section 2.08 D6 – Advisory Bodies – Reports to Council - Assign Council liaison 
to Boards/Commissions.  
Currently, the manual calls for a Councilmember liaison to be assigned to each 
Board and Commission. Does Council still want to continue this or is there 
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another way Council would like to receive reports from the B/Cs?  Does Council 
wish to add language to the B/C appointment criteria to help ensure 
representation more accurately reflects demographics of our community? 

 
Section 7.14 – Currently titled Attendance via speaker-phone (will be changed 
to Remote Attendance) - This was brought up pre-COVID and was scheduled to 
be discussed during the 2020 review of the Protocol Manual; however due to 
COVID-19, all Council meetings have been virtual and the review of the Protocol 
Manual was delayed. In anticipation of in-person and hybrid meetings in 2022, 
this section regarding remote attendance should be reviewed.  
 
Section 8.03 - Visitor Comment during Special Meetings – The Protocol Manual 
allows for visitor comment at all meetings including special meetings. In 2021, 
there were numerous special meetings and while the City always welcomes 
public input, sometimes visitor comments for the particular meeting topic or 
format are not necessary or are better suited at another time.  In the interest of 
efficiency, Council has asked to have the flexibility to forego visitor comment at 
special meetings.  

 
Section 8.04 – Placing Items on the agenda – Council has expressed interest in 
and staff recommends updating/revising this section. Currently the Protocol 
Manual states that Councilmembers interested in adding items to a Council 
agenda may bring their items forward on a quarterly basis (updated 2019). 
Items could be added to the agenda with more flexibility using the following 
example methods:  
 

• Council Consensus 
• By any two Councilmembers 
• By a Council Committee 
• By the Mayor 
• By an Advisory Board or Commission 

 
Other cities employ different mechanisms to place items on the Council agenda, 
including written request forms, if Council would prefer a more formal process 
(see Attachment 2). 
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FISCAL 
IMPACTS: 

There is no fiscal impact associated with this item.  

  
ATTACHMENTS: 1. Protocol Manual  

2. Examples from the City of SeaTac, Olympia and Maple Valley regarding 
Section 8.04 - Placing items on the agenda 

  
RECOMMENDED  

ACTION: 
Discuss and direct staff to make changes to the Protocol Manual and bring back 
to a future Council meeting for final approval. 
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Board & Commission Matrix  
 

Board/Commission Residency Requirements Special Requirements 

Arts & Festivals Commission 
(BMC 2.45) 
7 members/3-year terms 
Meets 4th Thursday of each month, 7:00 PM 
City Hall – Conf. Rooms 107/108 
Appointing Authority: City Council 

A majority of the members 
shall be residents of the city. 
All members shall be residents 
of the City’s urban growth 
area. 

Initial terms of office shall be 
staggered 3 years, not more than 
three of which shall expire each year 

Landmark Preservation Board (BMC 
22.12) 
7 members / 5-year terms 
Meets 4th Tuesday of each month, 7:30 p.m., 
City Hall, Conf. Room 108 
Appointing Authority: City Council 

A majority of the board 
members shall be residents of 
the city. Members shall be 
residents of the city’s urban 
growth area; provided, however, 
the required professional 
members of said board may 
reside outside the city or the 
urban growth area or city 
planning area. 

At least two of the members must be 
professionals selected from among the 
disciplines of engineering, history, 
architecture, architectural history, 
historic preservation, planning, 
cultural anthropology, archaeology, 
cultural geography or American 
studies; there are no residency 
requirements for the members with 
professional qualifications. 

Library Board (BMC 2.36) 
7 members / 5-year terms 
Meets 2nd Thursday of every other month, 
7:15 p.m., Bothell Library Meeting Room 
Appointing Authority: City Council 

Members of the board need 
not be city residents. 
Members appointed or 
reappointed after August 12, 
1991, shall be residents of the 
city’s urban growth area, when 
adopted, and as thereafter 
amended or of the city’s 
planning area until that time. 

None 

Lodging Tax Advisory Committee (BMC 2.34) 
7 members / 2-year terms 
Meets at least one time a year to review and 
make recommendations on the city spending 
plan. City Hall. 
Appointing Authority: City Council 

No residency requirements, 
except for the City Council 
representative, who must be a 
resident of the City 

(a) 3 members must be persons 
involved in activities for the 
enhancement of tourism in the 
Bothell community which are 
funded by lodging tax revenues 
received under Chapter 67.28 
RCW 

 
(b) 3 members must be 
representatives of businesses 
authorized to collect lodging tax 
under Chapter 67.28 RCW (hotel, 
rooming house, tourist court, motel, 
or trailer camp) 
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Parks & Recreation Board (BMC 2.44) 7 
members / 3-year terms 
Meets 2nd Thursday of the month, 7:00 
p.m., Bothell Municipal Courtroom 
Appointing Authority: City Council 

A majority of the members 
shall be residents of the city. 
All members shall be residents 
of the city’s urban growth area. 

None 

Planning Commission (BMC 2.52) 7 
members / 4-year terms 
Meets first 3 Wednesdays of the month, 
7:00 p.m., City Hall Council Chambers 
Appointing Authority: City Council 

Reside within City limits None 

Civil Service Commission (BMC 2.48) 
Meets as business demands – 3rd 

Wednesday 5:30 PM – City Hall 
Appointing Authority – City Manager 

Reside within City limits Citizen of the United States, resident 
of the city for a least one year and 

registered voter in King or 
Snohomish County 

LEOFF 1 Board (BMC 2.88) 
Meets as business demands on 2nd 

Wednesday 6:30 PM – City Hall Conf. 
Room 127 
Appointing Authority: LEOFF 1 Board 

Reside within City limits  

Shorelines Board (BMC 13.19) 
7 members/5-year terms 
Meets as business demands 

Reside within City Limits  

 



 
 
 
 
 
 

(This page intentionally left blank) 
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COUNCIL REQUEST FORM (CRF)   
 

Tracking Number (Executive Asst. to assign):  Click here to enter 

Revision date:  12/8/2020 LKE 3:07 PM    

CITY COUNCILMEMBER TO COMPLETE 

Please click on the “Click here to enter text”.  This opens the text boxes which expand as you type. 

Date of Request:  Click here to enter text. 
 
Desired Response Date:  Click here to enter text. 
Is this issue time sensitive; are there other timing factors to consider? 

Title of Request:  Click here to enter text. 

Requestor: Click here to enter text. 
 
Click on one: 
☐ Policy ☐ Operations 
 
Choose one: 
 
☐ Action (click one):  ☐Proclamation ☐Motion ☐Resolution ☐Ordinance 
☐ Research 
☐ Information 
☐ Other (describe) 
     
Issue 
A clear concise description of the issue(s) that need/s) to be addressed.  
Click here to enter text.  
 
Background 
Please detail all necessary information essential to the understanding of the problem statement and request. 
Click here to enter text. 
 
Request 
What is being requested to assist in addressing the issue described? What specific scope of work would you like 
the City staff to address? 
Click here to enter text. 

Connection 
How is the work connected to a current or upcoming decision before the City Council? 
Click here to enter text. 

 
 
Relationship to City Business or Proposed City Business/Services 
Describe how this will enhance what is already offered and/or what it will provide that is not currently available. 
Click here to enter text. 
 
Why is this the City’s issue to address? 
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Click here to enter text. 
 

Connection to Comprehensive Plan 
Choose all that apply. 

☐ Introduction/Framework (community engagement) 
☐ Land Use 
☐ Housing & Human Services 
☐ Transportation 
☐ Capital Facilities 
☐ Utilities 
☐ Community Design 
☐ Economic Vitality 
☐ Environment 
☐ Parks, Recreation & Open Space 
☐ None Applicable 
 
Describe specifically how this request is connected to the Comprehensive 
Plan categories you checked above. 
Click here to enter text. 

 
Connection to Citywide Goals 
Choose one or more below 
 
☐ Promote Our Neighborhoods 
Develop Urban Villages around light rail stations that promote programs and activities and maintain 
single-family neighborhoods to create a sense of place. 
 
☐ Build Effective & Accountable Government 
Increase community trust through better community engagement, collaboration, and transparency.  
 
☐ Create & Preserve Housing  
Ensure access for all to adequate, safe, and affordable housing, and basic human services. 
 
☐ Expand Green & Public Spaces 
Enhance the community by maintaining and improving parks and community spaces. 
 
☐ Increase Connectivity & Safety 
Create a more cohesive city by investing in infrastructure and leveraging partnerships to promote 
pedestrian mobility, public safety, and access to public transit. 
 
☐ None Applicable 
 
Explain how this request fits the City Goals checked above. 
Click here to enter text. 
 
Options - describe proposed options for moving the idea or issue forward for the body to consider. 
Click here to enter text. 
 
Supporting Documentation - are there documents that support your request or that should be 
considered? 
Click here to enter text. 
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Email this form to the Executive Assistant  
The Executive Assistant will email acknowledgement of receipt and begin the process with the City 
Manager who is responsible for assigning the Council Request to the appropriate staff. 
 

 
COUNCIL REQUEST WORK FLOW (staff to complete) 

 

STEP 1 Acknowledgement and Staff Assignment  
 
ACTION: Executive Assistant 
 ☐ Enter CRF on the status report 

☐ Assign a tracking number 
☐ Save CRF on the network drive  
☐ Email receipt of CRF to requestor 
☐ Email CRF to the City Manager for department head(s) assignment 

 
ACTION: City Manager 

Enter date received: Click here to enter text. 
Enter Department Head(s) assigned and due date: Click here to enter text. 
Email CRF to assigned Department Head(s); copy Executive Assistant; copy Deputy City 
Manager for PW, PCPS, and CED 

 
STEP 2 Preliminary Response  
 

ACTION: Department Head(s) – Complete each line in this section  
 

Enter estimated time needed to complete the request (in hours): Click here to enter text. 
Enter estimated completion date based on current workload: Click here to enter text. 
What is the estimated budget impact/cost? Click here to enter text. 
 
Department Head(s) Comments (optional):  
 
Email CRF to City Manager by due date; copy Deputy City Manager for PW, PCPS, and CED 
 
 

STEP 3 Review and Category Assignment 
 

ACTION: City Manager 
 
 Review Department Head preliminary response/estimates and select a box below in 

accordance with the Council Administrative Procedures: 
 

 ☐ Minor  Less than one hour 
 ☐ Minor  but Council referral/approval requested due to nature of request  
 ☐ Significant More than one hour, but less than three hours 
 ☐ Significant but Council referral/approval requested due to nature of request 
 ☐ Major More than three hours (Council referral/approval required) 
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Email CRF to the Executive Assistant 
 

STEP 4 Routing Based on Category 
 
ACTION: Executive Assistant 
 

Email the updated CRF to City Council 
 
Choose one box below: 

 
Minor and Significant 
☐ Email CRF to Department Head(s) to complete the final response in Step 6 – skip Step 5. 
Copy the City Manager. 
OR 
Major and (Minor/Significant to Council due to nature of request) – Council referral to 
Committee or Approval to proceed 
☐ Provide City Manager with CRF for next Council Meeting for referral/approval  

 
STEP 5 Following Council Action at RCM 
 
ACTION: Executive Assistant 
 
Check the Council Actions posted by the City Clerk following a RCM 
 

If Major and (Minor/Significant to Council due to nature of request) – Council referral to 
Committee or Approval to proceed.  Choose an option below: 
 

A. If Council APPROVED referral to Committee or Approval to Proceed: 
Enter Council approval date: Click here to enter text.                   
Enter Committee referral: Click here to enter text. 
☐Email responding Department Head(s); copy Deputy City Manager for PW, PCPS, and CED 
☐Mark as closed on status report (referred to Committee items are marked as closed) 
☐Move to closed folder 
☐Email updated CRF form to City Council 

 
B. If Council did NOT approve referral to Committee or Approval to Proceed: 
☐Mark as closed on status report 
☐Move to closed folder 
☐Email the Department Head(s) assigned; copy Deputy City Manager for PW, PCPS, and 

CED 
☐Email updated CRF form to City Council 
 
STOP HERE.  Steps 6 and 7 are not relevant.  
 
Rarely, referral to a Council Committee is not the appropriate action, but approval or denial is 
requested due to nature of the request.  Choose an option below: 

 
A. If Council did approve staff to proceed: 
☐Update the CRF form  
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☐Update the status report 
☐ Email CRF to Department Head(s) to complete the final response in Step 6. Copy the City 
Manager; copy Deputy City Manager for PW, PCPS, and CED 
☐Email updated CRF form to City Council 
 
B. If Council did NOT approve CRF: 
☐Update the CRF form 
☐Update the status report (mark item closed) 
☐Move CRF form to the closed folder 
☐Email updated CRF form to City Council 

                     
Step 6 Assigned Department Head(s) Provide Response 

 
FINAL RESPONSE SECTION - Minor and Significant OR Major Approval to Proceed 

 
ACTION: Department Head 
 
 
 
Enter response date: Click here to enter text. 
Enter actual staff time spent: Click here to enter text. 
Insert response here (expandable field) or as an attachment. 
 
Email updated CRF to Executive Assistant  
 
 

Step 7 Review and Routing of Final Response 
 

ACTION: Executive Assistant 
☐Email CRF with final response to City Manager for review; copy Deputy City Manager for 
PW, PCPS, and CED 
 
ACTION: City Manager 
☐If response is satisfactory, email Executive Assistant to email CRF to City Council and close. 
OR 
☐If response requires editing, email back to Department Head(s) for edits, copy Executive 
Assistant, copy Deputy City Manager for PW, PCPS, and CED. Once response edited 
satisfactorily, email Executive Assistant to email CRF to City Council and close.  
 
ACTION: Executive Assistant 
☐Email updated CRF to City Council 
☐Update the status report  
☐Move the CRF to the closed folder 
 
Executive Assistant to send CRF status report to Council monthly.    
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Tracking Number 
(Provided by Susan) 

Click or tap 
here to enter 
text. 

Date of 
Referral 

Click or tap to 
enter a date. 

Requester Click or tap here to enter text. 

 
Referral To ☐  Study Session ☐ Finance Committee 

☐  General Government Committee  ☐  Land Use & Environment Committee 

 

 

 
 

Problem Statement 
A clear concise description of the issue(s) that need(s) to be addressed. 

 Click or tap here to enter text. 

Request 
What is being requested to assist in addressing the issue described in the problem statement? 
Click or tap here to enter text. 

Relationship to City Business or Proposed City Business/Services 
Describe how this will enhance what is already offered and/or what it will provide that is not currently available.  
Why is this the City’s issue to address?  How will this create a more adaptive and resilient organization? 

Click or tap here to enter text. 

Connection to Comprehensive Plan 
Choose all that apply. 

☐ Community, Safety and Health 
Inclusive, respectful, civic participation; a safe & prepared community; health and wellness; adequate food and 
shelter; a quality education 

☐ Downtown 
Vibrant, attractive urban destination; a safe and welcoming downtown for all; a mix of urban housing options; a 
variety of businesses; connections to our cultural & historic fabric; engaging arts & entertainment experience 

☐ Economy 
Abundant local products and services; a thriving arts and entertainment industry; sustainable quality infrastructure; 
a stable thriving economy 

☐ Environment 
Clean water & air; a daily connection to nature; preserved quality natural areas; a toxin-free community; a waste 
free culture 

☐ Neighborhoods 
Distinctive places & gathering spaces; nearby goods & services; neighborhoods that are engaged in community 
decision making; safe and welcoming places to live 

Olympia City Council Referral Request 
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Options 
Describe proposed options for moving the idea or issue forward for the meeting body to consider. 

Click or tap here to enter text. 

Timing 
Is this issue time sensitive, are there other timing factors to consider? 

Click or tap here to enter text. 

Supporting Documentation 
Are there documents that support your request or that should be considered? 
Click or tap here to enter text. 
 
Councilmember Signatures 
Two Councilmembers must support the request including the Chair of the Committee of referral.  (Cannot be a 
committee quorum unless discussed at an open public meeting of the committee.) 

 
 

_________________________________ 
Sponsoring Councilmember 
 

 
 
 
 

 
 

1. ________________________________ 
Councilmember 

 
 

2. ____________________________ 
            Councilmember 

Staff Supplement 
Staff will review the request to generate administrative impacts to be considered as part of proposal  (staff to 
initial after their review): 

Budget Impacts:    Click or tap here to enter text. 

Legal Review (to include regulatory authority):  Click or tap here to enter text. 

Policy implications: Click or tap here to enter text. 
 
Implementation Considerations:  Click or tap here to enter text. 
 

Staff Liaison:   Click or tap here to enter text. 



 

Maple Valley 

F. Agenda Preparation. 
 

(1) The Clerk, under direction of the City Manager, will prepare a 
preliminary agenda for each Council Meeting specifying the time and place 
of the meeting and setting forth a brief general description of each item to 
be considered by the Council. The preliminary agenda is subject to review by 
the Chair. 
 

(2) An item for a Regular Business Council Meeting or Special Meeting (if 

applicable) may be placed on the preliminary agenda by a majority vote or 

consensus of the Council, by the Mayor, or Deputy Mayor in the absence of 
the Mayor, or the City Manager. 
 
 

(3) Legally required advertised public hearings will have a higher priority 

over other agenda items scheduled for convenience rather than for 
statutory or other reasons. 
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